
 

lixit]eTÞsnam KWCakar]eTÞsnampøÚvkarrbs;Gñk eTAkan;nieyaCkEdl)anrMBwgTuk - 
CakatBVkic©enAeBlepJIrRbvtþirUb. edaysarEtvaCaTUeTAKWCaGVIdMbUg EdlRtUv)anGan 

vaGacmann½yxusKña rvagkarTTYl)ankarsMPasn_ nigkarTTYl)anbdiesF. 

GaRs½yehtuenH etIGñkTak;citþnieyaCk[GanRbvtþirUb rbs;Gñky:agdUcemþcEdr? 

etIB½t’manRbePTNa EdlGñkbBa©ÚlenAkñúglixit]eTÞsnam? 

TaMgenHKWCacm¶l;mYycMnYnenAkñúgcMeNamcm¶l; EdlGñkRtUvEteqøIy edaysarGñkbnþ 
enAelIpøÚveTAkan;karmankargarCafµI. snøwkB½t’manenH nwgCYyGñk 

[yl;GMBIRbePTlixit]eTÞsnamepSg² nigbgðajGMBIKnøwHmanRbsiT§iPaBmYycMnYn 

edIm,Icab;ykcMNab;GarmµN_rbs;GñkGan.  

karseRmc)ancMNab;GarmµN_  

edIm,IcUleTAkan;nieyaCk)an GñkRtUvEtRBaglixit]eTÞsnam EdlmanlkçN³segçb 
nigKYr[cab;GarmµN_. xøwmsar BMuKYrCakarcMlgTaMgRsugBI RbvtþirUbrbs;GñkeLIy 

EtCMnYsmkvjKWKUsbgðajcMNucsMxan;² EdlGñkGaceFVIsRmab;nieyaCk. 

vaKWCakarBi)akbegáItlixitepSg²KñaTaMgRsug sRmab; kargarnImYy²EdlGñkdak;BaküsMu 

GaRs½yehtuenHsUmeFVIva[rIksay. enAkñúgmeFüa)ayenH GñkGacbegáItlixitmUldæanmYy 

EdlGacRtUv)an EksRmYlsRmab;nieyaCkmñak;²EdlGanva. sUmkMusresrTRmg; 
EdlRKan;EtcmøgtamKña nigepJIrecj.  

karbgðajxøÜnrbs;GñktammeFüa)ayBIr  

manlixit]eTÞsnamBIrRbePTmUldæan ³ lixitBaküsMu niglixitsaksYr. lixitBaküsMu 

maneKaledAeq<aHeTAkan;karpSaykargarCak;lak;. enAeBl RBaglixitenH 

sUmc,as;fabBa¢ak;BICMnaj nigsmiT§iplEdlbMeBjtamtRmUvkarrbs;Rkumh‘unRbesIrbMput. 
nieyaCkmYycMnYn esñI[eRbIR)as;Bakü b¤ PasaBIkarpSay 

edIm,IeFVI[esckþIBN’naenHkan;EtmanRbsiT§iPaB. 

lixitsaksYr KWCa]bkrN_eFVITIpSarmYy 

EdleRbIR)as;edIm,ITTYl)ankarsMPasn_pþl;B½t’manBIRkumh‘un 

b¤edIm,IeqøIyqøgCamYykarTMnak;TMngP¢ab; bNþaj. lixitTaMgenH 

KYrEtRtUv)anepJIbnÞab;BIGñk)aneFVIkarRsavRCavmYyGMBIcMNab;GarmµN_énGaCIBrbs;Gñk 
TIpSarkargar nigRkumh‘unCak;lak;enAkñúg tMbn;rbs;GñkEdlGackMBugeRCIserIsbuKÁlik. 

 

karbegáItcMNab;GarmµN_RtwmRtUv  

minfalixitRbePTGVIEdlGñkkMBugepJIeLIy KnøwHKWedIm,ITTYl)ankarsMPasn_¡ 

enHKWCabBaðadb;RtUvcaMkñúgcitþ enAeBlRBaglixit]eTÞsnammYyNak¾eday ³ 

• sresrlixitnImYy² cMeBaHkarRbkaskargarCak;lak;. 
minmanerOgdUcenHfaCalixit {TMhMEtmYyRtUvTaMgGs;} enaHeLIy. 

kargarnImYy²EdlGñk dak;BaküsMuKWxus²Kña. sUmEkERblixitrbs;Gñk 

edIm,IbgðajfaGñkbMeBjtamtRmUvkarénkargarEdl)anpþl;CUny:agdUcemþc. 

sUmR)akdfa emIlkargar Cak;lak;enABIrbIRbeyaKdMbUg 
GaRs½yehtuenHGñkGandwgGMBIkargarEdlGñkkMBugdak;BaküsMu. 

• erobrab;GMBICMnajrbs;Gñk edaysarBYkvaBak;B½n§nwgkargar. 
karniyayfaGñk)aneFVIkargarsRmab;Rkumh‘unmYy 

enAmuxtMENgkargarCak;lak;mYy minmann½yfa GñkGannwgeFVIkarP¢ab;rvagGñk 

kargarBImunrbs;Gñk nigkargarEdlkMBugsaksYr. CaerOy² 

vaCYyrwtbnþwgbTBiesaFn_rbs;Gñk eTAkan; CMnajrbs;Gñk 

EdleFVI[BYkvaBak;B½n§edaypÞal;eTAnwwgesckþIBN’naGMBIkargar. 

• eFVIva[manlkçN³ÉkCn. sUmCUnlixitrbs;Gñk 

eTAkan;mnusSmñak;Cak;lak;enAkñúgRkumh‘un. enHKWCakarsMxan;y:agBiess 
enAkñúglixitsaksYr. RbsinebIGñkminmanTMnak;TMng sUmTUrs½BÞ nigesñIsMu. 

CamYyKñaenHpgEdr sUmeRbIR)as;sBaØaek,ósenABIeRkayeQµaH 

vakan;EtmanlkçN³ÉkCn EfmeTot. 

• begáItRbeyaKebIkKYr[cab;GarmµN_. enAeBlmnusSGanlixit 
BYkeKBinitüemIlxøwmsar. RbeyaKdMbUgEdlc,amykcMNab;GarmµN_ - EdlBN’na 

GMBImUlehtuEdlGñkCamnusSRbesIrbMputsRmab;kargar 

b¤bgðajGMBIcMNab;GarmµN_GaCIvkmµ - nwgeFVI[nieyaCkbnþGan. 

• bBa©ÚlB½t’mansMxan;. eQµaH Gasydæan nigelxTUrs½BÞrbs;Gñk 
¬EdlrYmTaMgelxkUdtMbn;¦ KYrEtGacemIleXIjy:aggayRsYlenAral;lixit 

]eTÞsnamEdlGñkepJIecj. vanwgCacMNucdMbUg 
EdlGñkGanrkemIlenAeBlBüayamTMnak;TMngGñk. 
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• vay nigBinitülixit]eTÞsnamrbs;Gñk muneBjepJIvaecj. lixit]eTÞsnamrbs;Gñk 
begáItnUvcMNab;GarmµN_GMBIGñk. RbsinebIGñkeFVI[mankMhus 

vaGacbgðajGMBIfaetInieyaCkKiteTAelIGñky:agdUcemþc. 
RbsinebIlixitrbs;Gñk\tex©aH nigmanlkçN³GaCIB 

nieyaCknwgeCOCak;faGñkdUecñaHEdr. 

• segçb. nieyaCkmYycMnYnTTYl)anlixit]eTÞsnam nigRbvtþirUbCaerogral;éf¶ 
GaRs½yehtuenHBYkeKcg;dwgGMBIGñk edaymincaM)ac;GanB½t’manEdl mincaM)ac;. 

sUmeRbIR)as;BaküEdlKYr[cab;GarmµN_ nigRbeyaCn_Edlskmµ 

edIm,Ierobrab;GMBIsmiTæiplrbs;Gñk. lixitrbs;Gñk KYrEtkMNt;RtwmmYy TMB½r - 

EdlrYmmanbI b¤bYnkfaxNÐ. 
¬sUmemIlsMeNIsRmab;xøwmsarénkfaxNÐdUcxageRkam¦.  

• eCOCak; écñRbDit nigmanPaBesamnsS¡ bnÞab;BIRbvtþirUbrbs;Gñk 
lixit]eTÞsnamrbs;Gñk KWCameFüa)ayRbesIrbMputedIm,Ilk;xøÜnrbs;GñkenAelI Rkdas. 

bEnßmeTAelIkarbgðajGMBIGtßRbeyaCn_énkarCYlGñk[eFVIkar lixit]eTÞsnamrbs;Gñk 

KYrEtbgðajGMBIbuKÁliklkçN³rbs;Gñk. 

 

• rkSaral;lixit]eTÞsnamEdlGñkepJIecj. lixitBImun 
nwgeFVI[karRsavRCavkargarrbs;Gñk nigkartamdankan;EtmanPaBrlUn.  

• esñIsMukareqøIytb b¤karsMPasn_. lixit]eTÞsnamrbs;Gñk 
RtUv)ansresreLIgedim,I[GñkTTYl)ankarsMPasn_ GaRs½yehtuenHsUmesñIsMu 

karsMPasn_¡ 

kar eFVIkarebþCJacitþ  

xøwmsarénlixitrbs;Gñk 

mantYnaTIy:agsMxan;enAkñúgkarrMBwgTukBIkarsMPasn_rbs;Gñk. GaRs½yehtuenH 

sUmeFVIva[dMeNIrkarsRmab;Gñk¡ TsSnavdþI EsVgrkkargar esckþIENnaMGMBIRbvtþirUb 

nigÉksare)aHBum<epSgeTotrbs; DCS 

GacTTYl)anenAmCÄmNÐlGaCIBRckecjcUlEtmYy (One-Stop Career 

Center). Éksare)aHBum<TaMgenH mannUvKnøwHsresr 

niglixitKMrUkan;EtmanRbsiTæiPaB.  
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Mr. John Watt 

XYZ Electronics, Inc. 

345 Circuit St. 

Anytown, MA 12345 

 

Dear Mr. Watt, 

First Paragraph —State the reason for the letter, the specif ic position  

or type of w ork for which you are applying and indicate from w hich resource 

(placement center, new s media, friend, etc.) you learned about the opening. 

Second Paragraph —Explain w hy you are interested in the position, the 

company, etc., and w hat you can do for the employer. If  you are a recent 

graduate, explain how  your academic background makes you a qualif ied 

candidate. If you have had some practical w ork experience, point out your 

specif ic achievements or unique qualif ications. Remember —do not copy 

information directly from your resume.  

Third Paragraph— Refer the reader to the enclosed resume or application  

w hich summarizes your qualif ications and training. 

(This can also be included at the end of the second paragraph.) 

Final Paragraph—Indicate your desire for a personal interview  and your 

f lexibility as to the time and place. Include your phone number and offer any 

assistance to help obtain a speedy response. Close w ith a statement or a 

question to encourage a response. For example, state that you w ill call on a 

certain date to set up an interview . 

Regards,  

John Q .Public 
 

nieyaCk¼kmµviFIEdlpþl;»kasesµIPaB. CMnYy nigesvakmµbEnßm GacTTYl)antamkaresñIsMucMeBaHmnusSEdlmanBikarPaB. sRmab;esvakmµbBa¢Únbnþ sRmab;GñkxUcesatviBaØaN 

sUmTUrs½BÞmkelx 1-800-439-0183 b¤elx 711 . 


